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Flow Chart - Quarterly Inventory Update Process

AGS Form 17-A, Detail Inventory of Property Processing

M DB Report 012, Inventory Transaction Register Processing

USER : :
Reconcile the MDB 012 Creates the

with the AGSI7-A : : : Inventory Transaction Register
transactions : DEPT : : MDB Report 012 printout.

ADMINOR: ::
Identify Transactions that :— I3IIS FISCAL *i IMO Listing all transactions submitted

was rejected or posted with : ; : OFFICE : : : : on the
errors : 2copies : AGS 17-Abythe User.

Submit the AGS17-A with • Identifies the computer rejected
the Transactions to correct : transactions in the “Error Code

the rejects or posting : column.
errors. •

.• —.••
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Uescription Unit Fri.. IL) IAL

1 BM PC350 25GB 32MB S/N1234 1,563.00 1,563.00

1 Modem Internal US Robotic MDL 1245 S/N 2345 118,00 118.00
Labor to Install Modem 20.00 20.00

1 MONITOR IBM PC350 #3245 410.00 410.00
Shipping and Handling 25.00 25.00

Received By: Robert Smith
Date: 7/11/2003

‘F.flt Detail. Subtotal $ 2,136.00
ci Cash State Tax 85.44
ci Check $ 2,221.44
.g Purchase Order Trade-in (100.00)

TOTAL $2,121.44

MDB 020 — Annual Inventory Report of Property
MOB REPORT 020 STATE OF HAWAII RUN DATE 08104103 PAGE 1

•.:
.....

. .. ::NUALINVENTORyREPORT.OF.PROpERW

tAII STAlE PUBLiC LIBRARYYSTEM PERItIJ3 ENDING 06130/03 Used to complete AGS Form I 7A Detail
‘‘

computer will so the prevIous year Invento records by:
‘ Inventory Report of Prope

0 D S I F P MAINT DESCRIPTION ACQUIRED ORIGINAL 0 VALUE OF TAG OR

E I I S N R LOC CONTROL ITEM QTY OF COST OF I PROPERTY DECAL

P V D t 0 0 NO CLASS PROPERTY FY CD PROPERTY S REMOVED NUMBER

303 01 - - 3000010 - - - HAWAII STATE PUBUC LIBRARY SYSTEM+{ORG Code HeaderTjtie] -

30 3 0 1 001 3000020 ADMINISTRATIVE SERVICES OFFICE

30 3 0 1 1 3 001 3000030 3110 1 VEHICLE OLDSWGN 1G3AJ85M9R6388329 94 2 13 83300 SH6927
A 13,833.00 *

1. ORG Code 2. LOC Code 3. PROPERTY Code & DESCRIPTION

30 3 0 1 I 4 30000 3239 1 BOOKCA E BEIGE 2 ADJ SH 36X17X36 85 2 1,252.70 E0000850

iO 3 0 1 1 4 001 00 50 3239 1 BOOKCASE BEIGE S ADJ SN 36X17X78 98 5 1 05028 E0000921

30 3 0 1 1 4 001 30 06* 3375 1 COMPuTER IBM PC300#3354 08 5 2,500.50 40001000

I Assign new MAINT CONTROL NO by 10 increments

30 3 0 1 1 4 001 000070 3375 1 COMPUTERPRINTERHPLZRT5#3245 95 5 lososS E8000952

30 3 0 1 1 4 001 3000080 3373 1 COMPUTER SOFTWARE OMNI PAGE 38612SM 95 S 1,145.84 E0008953

30 3 0 1 1 4 001 1 4,750.35 E0000925

30 3 0 1 1 4 , 00 3000090 3300 1 COPY MACHINE XEROX , E0001 800

30 3 0 1 1 4”:) .‘:30100. 3317 .1 TELEVISIONSONY24INSNI ,
.. .‘..i’:l:’:..450OX:’’:l. ‘‘::.:‘. i.:’.’.E.0000970

:30 3 j 1: 4 . Nil343. . 97 .::‘.:5.:;.’ 450 50 002

12,951.32 * 4,750.35 *

30 3 0 1 1 S 001 3000120 3373 1 COMPUTER SOFTWARE EXCEL2000 01 5 501.25

501.25

27,285.57 ** 4,750.35 **
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Invoice — Source Documents- AGS Form 17A

COMPUTER COMPANY In voice A-19971
123 Hawaii SI.
Honolulu, Hawaii 96874 Phone: 831-6756 Fax: 831-6786

Customer Date: 7/10/03
N*r,,. Hawaii Stale Public Library Svstew P.O. No: 1234
Addr.ae 15U I”uncnbowl 51. I4oom 101 Ordered by Bob Smith
City Honolulu state ru p soles Deliner to: Admin Office

Purchase of a personal computer.

Acquisition value includes
purchase price and all
expenditures: $2,221.44
Do not including the trade-in
credit: $ 100.00

Addition to your inventory
because it meets the $ 1000
inventory reporting threshold.

Assign decal number — E0001101.

Add transaction on your AGS
Form 17A.
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AGS Form 17A - Inventory Transactions
Used to update your computerized inventory records. Submit anytime during the quarter.
OP CODES

STATE OF HAWAII Dateprepared August 19, 2003
— C. Chao5. DEPT. OP ACCOUNTING S GENERAL SERVICES

ID.DSI.t. RE00000S Equipment DETAIL INVENTORY OF PROPERTY September 30, 2003 PAGE_LOFJ_.
1or000I FILon HMMdM, lid. CIaosiIIoatiOn UI Property ADS FORM 17-A Ocarter Ended

. taillnventorV

FRIISLESO UE&PESESES IAPR000UMOL 0 OF ITEMS ON HAND I REMOVED

OEFABIOLEST,OIVJSUS. POOPOEOYCUSTODIAN PREPABEDBV: PU5000UEDFROU A CARRYING VALUE 3 VALUE OFITEMS

HAWAII STATE PUBLIC Bob Smith Jane Doe If required by your
ANDACOUIRED S FROM

S SINCE JULY lst P 030100 FI000LI UBRARY SYSTEM

ehoneSom

organization — 0 LASTYEAR8Y C VES000 SUMMERL Admin Office - Oahu — SLJpeflhiSOr — S6-83
0

P FISCAL I Donations I PhysicS Disposals
C DESCRIPTION OF PROPERTY YEAR 2 transfers-In 2 TranslersOut

—

O CE

— F 0 START WA NOUN INCLUDE IFAPPLCABLO 3 Phy ITo Adlalno 3 Phy Ion AdJossESS U P LOG MAINT ITEM OTT MADEIMOSEISESISU RUMECCI I. A A 4 Prop Code Chanoe SalTS 4 Prop CodeCIrSe LOSSES
C N E CODE CONTROL CLASS AD U PUrchaSeS S DeoIesnInMSS.Loases
o I SUMMER LirniteUTo 39 CIIITSCIRTS Irinludoc Clank Spaces S F 6 A0005rIlflgAdj.GsinS S A00000tinU AUj.LOSOeS0 o V I L T Fort SIORIT nnt2 V S 7 8005000 Change-Gems 7 LocellooChge.LoasesV

8 Price COng AdJ-IncrCS PrIce Chg A4JDeorCa
2 34 0 6 7 8 5 10-12 13-lU 20-23 24-28 29-67 65-89 70 71 7242 83 72-82 94-51

Purchases Adding the computer
— — — — — — — — — —

A 3 30 3 0 1 1 4 001 3000061

—A11lI4 I I I I I iiii I I
A=Add lOP Code(1)indicate the type of action requested. 4FUND Cd (8) Identify the fund from which the property was purchased. j—j

i -

1=GeneraI; 2=Special; 3=Bond: 4=School; 5=Other; 6oFederal

__fr__I T I-_t i

_________________________________________

2 REC-ord Code ( Column 2— one digit) q5[.Property Code (Col 9—one digit) The computer matches this field.

1 = Identifies ORG or Location Header Title J 1 = Land & Improvements; 2 Buildings & Improvements;

3 = Identifies Detail Inventory Record. 3 = Motorized Vehicles; 4 = Equipment; 5 = Controlled Items;
JL 6 Weapons; 7 = Works of Art; 8 = Infrastructure

III 1I11 ‘1 II I4P

3 ORG Code — (Columns 5 to 7—five digits) The computer 16 II Location Code (Columns 10-12- Limited to 3 digits)
use these fields to identity your inventory account. The computer use this field to id the physical location of the property.
May be found on your inventory printout. Assigned by your organization — do not use alphabets.
Assigned by Inventory Mgrnt Office. w 11 I I I

7 Maintenance Control Number (MCN ) ( Columns 13-18- seven digits) Inventory Sys User Manual Page 9-6
• A unique number assigned annually to each inventory item within your Department Code.
• The computer use this number to identify the property.
• The same MC N cannot be used on more than one transaction quarterly - the second transaction will be rejected.
• MCN changes each fiscal year in August, with the processing of the Annual Inventory Report of Property

MDB Report 020. The computer will resort the description field in its proper alpha & numerical sequence &
assign new numbers to each active record by 10 series.

• Should you need more control numbers call Inventory Management Office.

ASSIGNING MAINTENANCE CONTROL NUMBER ( MCN)
When adding an item ( OP Code A ) to your inventory listing, a new MCN must be assigned to the item.
• Using your current printout, assign the control number within the correct ORG and LOC Code.
• The computer assigns the control number in series of 10. Use the in-between numbers, as much as possible, assigned the

number within the alphabetic noun description of similar items.
• Example: To add the computer: Assign MCN 3000061

MOB REPORT 020 STATE OF HAWAII
ANNUAL I EJOIY IEPcIr OF PIOPERrY

HAWAII STATE PUBLIC LIBIAY SYSTEM FEIICD ENDING 06 I 30 1 03
ES I) S I F P EoIAIN1 ES E S V I I P r I C) N

I I S N LC)CT VC)NTC)L ITEM QTV C) F

F V EN L EN C) NC) CLASS C)FEETY I°V

30 3 0 1 1 4 001 3000050 3239 1 BOOKCASE BEIGE 6 ADJ SH 36X17X78 98
30 3 0 1 1 4 001 30000601 3375 1 COMPUTEI IBM PC300 #335-4 00

30 3 0 1 i 4 ooi 3000070 3375 1 CQMPUTEF FIINTEF HP LZflJT 5 #3245 95

30 3 0 1 1 4 001 3000080 3373 1 COMPUTEI SOFTWAIE OMNI PAGE 386 95
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AGS Form 17A - Inventory Transactions
Used to update your computerized inventory records. Submit anytime during the quarter.

Information Technology Equipment & Software
Micro ( PC), Mini Computers & Related Accessories - 3375 - Page 9-14

QTY — Quantity (Cols 24-28 -5 digits) Enter “1”for all property codes, except Controlled Items that are
grouped in Property Code 5.

10
DESCRIPTION ( CoIs 29-67- Limited to 39 spaces including blanks) Start the description with a noun and if applicable size,

manufacture, model, serial number, tax map key number, executive order number and other information to identify the
n.

FISCAL YEAR ( CoIs 68- 69- Limited to 2 digits) Enter the last two digits of the fiscal year
(June30 to July 1) in which the item was received by the State.

P
( Col 70) Enter an asterisk (

Er) if the reported fiscal year in columns 68-59 is an approximate year.

12 ! —- JITION CODE (CDI 71) Denote the basis which the item is being L - _) or reason for C.. the
fields of a recorded item. Acquisition codes to be used with OP Code: A: ADD

CODE - DESCRIPTION
1 - Donations: Free receipts form non-state organization or individuals.
2 - Transfer-in: Receipts for another state agency.
3 - Physical lnv Adj —Gains: Gains from inventory overage.
4 - Prop Code Change-Gains: Gains from property code change.
5 - Purchases: Purchase of property.
6 - Accounting Adj-Gains: Gains from posting errors or change to ORG Code, PROPERTY Code & Assembly

or Disassembly of a line item.
- Location Change-Gains: Gains from another location in the same ORG.

1 3 ICARRYING VALUE (Cols 72-82 -11 digits) Basically, the carrying value includes acquisition cost and all other
cost incurred to place the item in its intended location and condition for use. Do not include trade-in credit.
Refer to Page 6-1, Inventory System User Manual

7

QL0000U AIIrlIt83t la Oflfl3
fa STATE OF HAWAII Data Prepared______________________________

DEPT. OF ACCOUNTING GENERAL SERVICES

0.0.1dB RECCODES Equipment DETAIL INVENTORY OF PROPERTY September 30, 2003 PAGE_J_0F1
[rnav.I 1. OrglLoo Heddar Tin. CIasaItIoaOon 01 Property ASS FORM 17-A Snarler Ended

- tall InventorY

.,EPARrMEHTIDWJSUB- ,ROPBRTYCUSTOOIIA PREPARED Er: PURCHASER PeON A CARRYING VALUE 0 VALUE OP ITEMS
1OLEHONCO&ISLANR YJWUNEE&PIIOIEtE ASBNSY0000 C OF ITEMS ON HAND I REMOVED

HAWAII STATE PUBLIC .
0 ANOACQUIREE $ CHOrE IrtARrITOOS OEEAL

LIBRARY SYSTEM
Bob Smith Jane Doe If required by your SINCEJTJLY let P EARINUBI500A

AdminOffice-Oahu — SupervIsor —

5p636
organization — 0 LA$TYEAREY C

R ORG CODE P FISCAL I Donations I PhyOIoaI Silposale

E
— — — — N DESCRIPTION SF PROPERTY ..XOAR_ 2 Trariate,s4n 2 T,arslnra.Oot

C F 0 START WITH A NOUN INCLUDE IF APPLICABLE 3 PhyInvAd.GaIna 3 Ftp Inn AdJ.Losses
2 0 P LOC MAINT ITEM OTt’ C0IEIBOSEU/ssaOn CAMBER) I. I A 4 Prop CodoChene GaIns 4 Prop CodY ChSe Loosen

C E
) I I A CODE CONTROL CLASS AD U Porolrasra S DoolesstoMSO-LoaaeS

o P
I 0 S p a NUMBER LItrEtedTo 39 cIIa,actetN krcktdno BIMRIt SoCCER S I P 6 A00000IIflS Mj-Geina 6 A000nntIng AU-Losses

E T
v L T Font USd1 or 12 V N 7 L005tIon ChenRe-Geins 7 LoCation C1t5.-Losses

E Y U tyive Chn Adj4iror C3 °riaeChg Adj-OEorC3

2 3.4 5 6 7 8 5 10-12 12-15 20-23 24-29 29-67 68.65 70 71 72-92 83 7242 66.91

Pu Adding the computer

A 3 30 3 0 1 1 4 001 3000061 3375 1 COMPUTER IBM PC350 #123 W/MON/KB 03 5 2,221.44

8 I ITEM CLASS (CoIs 20-23 - four digits) Enter the applicable class code refer to Page 9-11 to 9-14, Inventory
System User Manual.

E0001101

14 DECAL NUMBER (Cols 84-91—8 spaces) Enter the property identification control or decal number assigned to the item by your
agency’s responsible person. Controlled items do not require decal numbers, however some type of identification will help
during the physical inventory process. Refer Pg 3-6, Inventory Sys User Manual
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ILeanOrroPeny -

TE2S LOODIG DEPARTHIEHT!GNRION I BRANCH DARlING DEPARTE4ENTI DIVISION I BRANCH

HAWAII STATE PUBLIC UBRARY SYSTEM DAGS, SPO, Ioventerp Management ORion

30 3 0 1 I 04 3 S I I
cod.. Dept DO. TE-dO. IH.ed Fond Codee, Dept Ltio. Sob-do. lAnd Food

oerlify that .1 property hated hernearinnr boo bOner I aokaroo4edge reoApI of & asoarere aooountabilky
nrrofnrred to the Property CAsto4n ehown in focal property hoted hereunder.

n Or. adjoining boA

Rcbo’tsndt* 811 2(03 Ao.N’ CAWA. 0114103
trature Dare

oe0jootn]srv} ol000lFno.ortnoptotv
JVOI

Jonon oo

001 3000030 1 VEHICLE OLDS WON 98 13,833.00 SH6927 014 3115 SH6927

IG3AJ85M9R358329

Fproperty information froimyi9
L current inventory pintØuJ

srj

16 I DISPOSAL CODE (Cal 84) lite reason the item is being removed.
The following are Disposal Codes for OP Code: “X “ Removal.
CODE - DESCRIPTION

1 - Physical Disposal by Trade-in, Sale, Donation, Discard, & Surplus Prop Office, etc.
(Require Approved Disposal Application No

2 - Transfer to another State agency ( Require Completed Transfer Doc. No.).
3 - Physical lnv Adj - Losses: Missing, theft, disasters,etc ( Require Approval DA No.)
5 Dec lass to Supplies: Losses due to declass to supplies (Value below $1,000)
6 - Accounting Adj — Losses: removal due to duplicate posting & other posting errors

(Require duplicate item’s Maint. Control No.).

STATE OP HAWAII

Transfer of Property AGS Form 18— Source Doc—AGS 17A

000FO.enre(Rno AND) TRANSFER OF PROPERTY PAGE 1 OF I
INTRA AND RITER DEPARTMENTAL

ISANSOER DOCUMENT NO. 04-1 DATE DOCUMENT PREPARED 0112103
CoDodAn noon. R.note, doonnt nrrrb.r I

Used to transfer property to another
state agency.

Losing Property Custodian:
• Initiates document-Assign transfer doc.

no: fiscal year — doc (e.g. 04-1, 04-
2,etc.); insert Page no. & Date.’

• Complete losing sections & cols 1 to 7.
a Fill in name of gaining agency.
• Property custodian sign & date.
• Ensure signed by pickup person.
• Distribution: original & 2 copies to

gaining property custodian.
1 copy for your suspense file.

• Follow-up to ensure completed by
gaining property custodian before
removal from your inventory record.

Gaining Property Custodian:
• Complete gaining sections & cols 8 tolO.
• Property Custodian sign and date.
• Distribute original to IMO & 1 copy to

losing custodian.
• Add to inventory records.

6

TOTAL I I TOTAL 13,033.00

THE ABOVE PROPERTIES WERE INSPECTED & RECEIVED BY, DATE, 8112(03

Al Chang Alfred Chaaog E31-R756
SIGNATURE PRINT NAME PHONE ND.

DISTeIBOrlON: Losane 055nootoN SAJANIS CUSTODIal
(TDTAI DOCUMENTS . DOIStNAI. • C COPIES I Cn.NOUSO 0,51.0 . V. DUOS. I,neNe,y Mgeel Otto.
O’SIeA +2005,., . To 5.nrq Crou000 Io,SHT.IUS. UT. C.nRiO.d Copy - To troTH 00.50..
Dee Copy . Fee 10.1.0 C000d,s S0.p.Tn. VI One COnRIANd Copy. Fee Saleg CSeIed.eU Fl.

LOSIID CUSTODIAN MUSTFOU.OW-UP IISTJRING DOCUMENT IS COMPLETED BEFORE REMOVAL FROM LtSTM1G. I

Quarterly Inventory Update Process Part 2

P50001. 1 ,e0 I .00.5 BA,e..I.

ORG CODE DESCRIP11ON OP PROPERTY TeAR a ..aAe.-le I oADeee.O,o

START WITH A NOUN INCLUDE IF APPLICABLE Sr 0. AAbO.O. 15+1+0 CA-I

0 oo easel, nRa STy MAKE/MODEL/SERIAL NUMBER) Ll*lepD*OE.e 0.1000 OWSIOn DECAL

0 0 NUlIB Limited To 39 Characters Includng Blank Spaces .eeeoe+SdI.SOne
e+l00e.A4.

V V
v

I
FontSize 11 orl2 no I 00.5e,050.eI-o0.0 r •ooleooS,..1e...

On. CSRAOJ-Iee, 005i0. OS. 041.0.., C

TT7 so. ee.er e.] no no ,oo

V — E” DAMAI’TIflkQ 1Use your current printot t to III -in the fields
I’. — II IVI VI I I 1111 wrw -.use’-the Maint Control No. that ider.tifies the record

—

— Transfer-out
x 3 30 3 0 1 1 3 001 3000030 3110 1 VEHICLE OLOS 1G3A185M9R6398329 TDO4-1 1941

of

‘15 0 DESCRIPTION = Removal Trans ( Op Code “ X”) must have the justification after the description: e.g.
Transfer Doc No.; Disposal Application No.; or Maint. Control No. of Duplicate item.
Abbreviate or delete words in the existing description to adhere to the 39 spaces.

2 13,833.00 SH6927
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ORG CODE
DESCRIPTiON OPPROPERTY vme ,.,o :

e STARTW1THANO’JNINCLUDEIFAPPUCABLE .‘.o°.— s

: j m ire.. mu MAKE/MOOEL!SERIAI. NUMBER) ‘ .r—’,.o..— u.° DECAL

even.. Limited To 39 characters Includna Blank Spaces —n. iron’. o.m. or..

— — —

FnntSizeltorl2 s.’.:

— •_

X — REMOVAL TRANSACTIONS Use your current printout to fill-in the fields.
Use the Maint Control No. that identifies the_record

[I[_1_J_[_[ 1.....’.’.....l Disposal I_[ 1_[ 1_I
0 1 1 3 001 130000401 3239 Ii ( BOOKCASE BEIGE 2 ADJ SHELVES DA12343 85 1 1.25270 EO000850

11 LI041 L I
.. .•___ .JL L. L

F 111 Code I - Physical Disposal [
IthN jJ i tryi

15 ADESCRIPTION Removal Trans ( Op Code” X”) must have the justification after the description:
Disposal Application 12343

Abbreviate or delete words in the existing description to adhere to the 39 spaces.

I f r 1 1 1 1 1N [‘ [ 1W f
tt116 IIDISPOSAL CODE (Col 84) Explains the reason the item is being removed.
J [ 11NCODE- DESCRIPTION

Ej 1 - Physical Disposal by Trade-in, Sale, Donation, Discard, & Surplus Prop Office, etc.

:vijiiri-- (Require Approved Disposal Application No.)

i in i I I I • ‘ iL4cU

Disposal Application — Source Documents - AGS Form 17A

STATE OF HAWAII
HAWAII STATE PUBUC LIBRARY SYSTEM Disposal application approved in

DISPOSAL APPROVED I
June 9,2003 I

Dote: June 16,2003 i previous fiscal year.
Robert J. Governs I

To: Mr. Aaron S. Fujoka, Administrator .ooo..,.sn’.u’..,..,ou’.

Ensure Certificate of Disposal
State Procurement Office Applvn8on No. 12343

Subject: DISPOSAL OF STATE PROPERTY Dole: June 12, 2003

AGS Form 34 is completed and
Application is hereby made for the disposal of government property under my custody sent to Inventory 1v1anagementand control. Pursuant to Chapter 3-130, HAR, I do solemnly swear and affirm the
accuracy of this application. Office.
1.

___________

Robert Smith, Superuisor, Ph. 595-6576
Administrative Office
Location of PropertY 1250 Punclibowl Street, Honolulu, HI. 96789 Rm 107 Removal transaction on your AGS

2. DescriphonofthePropecty. ORG CODE: 30-301 Form 17A should have the new
ten Mora ccuau on oscewsiou ox on maintenance control numbera. I 4 001 2000230 3239 I Bookcuoo 2 udj oh 3evt7o3e 85 1,252.70 E0050850

4 001 2000280 3205 I copy Movhrie Xuroo 24902 02 4700.35 Esosvg25 assigned to the item.
8,00305

3. Present condition and estimated value of the property;
a. Bookcase is termite eaten and beyond repair - no value.
b. Copy machine is broken and repair cost in beyond economical repair- no value.

4. Reason for wishing to delete or dispose of the property;
The bookcase sod copy machine are “beyond economical repair”.

5. What is the proposed method of disposal?
The bookcase and copy machine will be sent to the county landfill.
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R ORG CODE — — — FOCAL
Jl

0* 25.600

C F DESCRIPTION OF PROPERTY CR19 2 2 — DECAL
o

U p SIMIUOTSAIBUNINCLUDEIF0(PUCAOLE 69196210.60 3 IwIooA44..n
C C

I N E LOC MAINT ITEM OTT UUKSI3000LISESI*L NUM336) L 2 ,wCod.Cloog,U.l,. 2 ,BC320CSg.An..
0 P , CODE CONTROL CLASS 0 0(60.

E
D 1

v NUMBER UmftedT9ChoerolnolodnsRl.okSoooos N 2 1210*, • 006260562)4003...

E P06910.11 0(12 05 ,12A,Chop-U.I,. 7 o,6.9CIl5.4s

2 14 5 6 7 8 9 6142 6143 20-22 2445 29-61 696Sf

60ONU2UM69

;.
(WAM(’ TDAMCIIt’TIAM Use your current printout to fill-in the fields.

— Il I I IFNWW Use the Maint Control No. that identifies the record

Thange Item Class, Descron, &iue
ase

3 0 1 1 4 001 3000090 3205 1 )OPY MACHINE XEROX MOB W/SORTER 00 5,550.5( 8 oooioo

...
..-“

.
- btern Class Changed from 3300 j1 DESCRIPTION Add W/SORTER ncrease y

El Sill 50000
11k1 I jt151UoC t, -

OP Code “C” - Change the existing record’s: FUND, ITEM CLASS, I 9 IF DECREASE IN VALUE
UANTITY, DESCRIPTION, FISCAL YEAR, CARRYING VALUE, & DECAL DISPOSAL Code (Col 83)

One or more of these fields may be changed in a single transaction. t 8 — Price Change Ad]

to change ORG & Location Code Headers. Decrease

4Z1
ACQUISITION Code (CoI 71) “C” Transaction

AccountIng AdJ-Galns Changes to FUND, ITEM CLASS, DESCRIPTION,
FISCAL YEAR, DECAL NO. .

- Price Change Adj - Increase in the CARRYING VALUE.

Quarterly Inventory Update Process Part 2 1].

I:4 nfl. j - 41111--I. 41_ It’11 •,,- 31 41..... 11 •ø/11&1C1121.’ ./1 %**014411 1- (1(111*1.4 W111*411

MDB Report 020 — Records to be Updated

MOB REPORT 020 STATE OF HAWAII RUN DATE 08104103 PAGE 1
IN1JAL EWE OF PROpERTY . . . . .

. .. .

HAWAII STATE PUBLIC LIBRARY SYSTEM PERIOD ENDING 08130103

D D S I F P MAINT DESCRIPTION ACQUIRED ORIGINAL D VALUE OF TAG OR
E I I S N R LOC CONTROL ITEM QTY OF COST OF I PROPERTY DECAL
P V 0 I. D 0 NO CLASS PROPERTY FY CD PROPERTY S REMOVED NUMBER

30 3 0 1 3000010 HAWAII STATE PUBLIC LIBRARY SYSTEM

30 3 0 1 001 3000020 ADMINISTRATIVE SERVICES OFFICE

____________________

30 3 0 1 1 3 001 3000030 3110 1 VEHICLEOLDSWGNIG3AJ85M9RG39832S 94 2 13833004.JTran5fetTD041 I SH6927

13,833.00 *

30 3 0 1 1 4 001 3000040 3239 1 BOOKCASE BEIGE2ADJ SH 36X17X36 85 2 j,252704...LDisposaI DA12343I E9000850

30 3 0 I 1 4 001 3000050 3239 1 BOOKCASE BEIGE 6 ADJ SN 36X17X78 98 5 1 05028 E0000gal

30 3 0 1 1 4 001 3000060 3375 1 COMPUTER IBM PC300 #3354 00 5 2600 50 00001000

Add New Computer MCN 3000061
30 3 0 1 1 4 001 3000070 3375 1 COMPUTER PRINTER HP LZRJT 5 #3245 95 5 1 050 50 E0000982

30 3 0 1 1 4 081 3000080 3373 I COMPUTER SOFTWARE OMNI PAGE 386I25M 95 5 1,145.84

__________________

E0009953

30 3 0 1 1 4 001 3205 1 COPY MACHINE XEROX 2485z 92 I item%32o5 E0000925

30 3 0 1 1 4 001 3000090 3300 1 COPY MACHINE XEROX M08 00 5 5050.50.4__I 00901000

38 3 0 1 1 4 001 3000100 3317 1 TELEVISIONSONY24INSNI342 96 5 48050 &Valuelncrease E0000970
to $5550.50

30 3 0 1 1 4 001 3000110 3317 1 TELEVISION SONY 24IN SN 1343 97 5 48050 E1J001002

12,95132 4,750.35 *

roperty Code Change
30 3 0 1 1 5 001 3000120 3373 1 COMPUTER SOFTWARE EXCEL2000 01 5 501.25 Controlled items between

‘IADD to Property Code 5 2 TELEVISIONS MCN 3000121 I 501 25
$250 to$1 000 — DELETE and

27,285.57 ** 4,750.35
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An ADD Transaction must follow correcting the field(s).
Also, used to Delete ORG & Location Code

Headers, No ADD Transaction required.

-Mn

Transactions to assemble two Television sets into one line Controlled - group Items

D — DELETE TRANSACTIONS Use your current printout to fill in4heftelds
Usethe Maint ContFQl No that identifies the record

Dreate Group Item & Prop Code Change

D 3 30 3 0 1 1 4 001 3000100 3317 1 ELEVISION SONY 241N SN 1342 96 4 450.50 000100

3 30 3 0 1 1 4 001 3000110 3317 1 ELEVISION SONY 241N SN 1343 97 4 450.50 000097

OP Code D (Dete) is used to correct a record’s - -
- L CODE (Col 83) - —

ORG, PROPERTY, LOCATION Codes, or MAINT ELETE Trans Codes:
CONTROL NO. 4— Property Code Change - Losses

6— Accounting Adj - Losses - error to ORG Code, Maint
Control No., also Assembly or Disassembly of ftems.

7— Location Changes- Losses to another location code
within the ORG Code.

A = AL le two television sets

Assign No. Col 70 = Asterisk: Approxim

3 SONY 241N SN 1342/1343 901.0

— -•-.-•. ..-.•.. ...•
. ACQ CODE (Col 71) CARRYING VALUE (Coi DECAL

Prop Code 5— Controlled ltern[1QWI:.; REQUIR

Quarterly Inventory Update Process Part 2

STATE OF HAWAII
August 19, 2003

DEPT. OF ACCOUNTING & GENERAL SERVICES
o.o..o Equipment DETAIL INVENTORY OF PROPERTY September 30, 2003 PAGE ....L OF 1.
E2 I o,&Ls. O..A.,YRI. ClassifIcation of Property AGS FORM 17-A GuolREnd,d

APARTMENTISIVJ SOB .RPRRIYCUSI0000 ARFORER BR: PRRCURSEO FROM A CARRYING VALUE 0 VALUE OF ITEMS

IVJ BRANCH & ISLAND 11 lASER P10CM 0. 02CR SYMBOL U OF ITEMS ON 110110 I REMOVER

HAWAII STATE PUBLIC . AND ACQUIRED S FROM INVENTORY REGAL

E Bob Smith Jane Doe If required by your C BSCEULV1’ RURINOFICUOL

. . Supervisor 5864356 ortanlzavon 0 ASTYFAEBY C YEARRY NUMBER
Admin Office Oahu PRO,, NIRbIT

REG ROME FISCAL 1 O,SIIMIIS I hysRsi DISPOSalS
o ‘ — — — — B DESCOIPTIOROF PROPERTY TACO — 2 PEFROSROIR 2 QFSIMFM.OMI
F F 0 EliOT VYI100ROUN INCLUDE ITRPPACARLR S by ITo AdfCalo, S Ny Mo MI.LORO.S

U P 00 MAJNT ITEM 010 SSAEEIM000LISEROA NUMBER) L 2 A 4 PMPCO4MCRSNOBG.IR. 4 ,opCsd.CIIgeLoSsoa
o D , N E CODE CO,VrROL CLASS AR P N U,OII.MSS N MIMES IMM&S4ORSES

o I R 5 0 BOMBER lofted To SB Chanolere bIDdER Blank SEMOBS S I P N ROOIRIIB9 MiAMI,, B 500IRO,BMII.B.B.B

o L
0 FRed SIMS 11 CR12 0 0 7 00511CR CIISF5RO&IQ I M0M050CIRgEI.SMBM

—

— — ! 01CROaMH,RFC0 RBSCIF!AAIRBORCO

Purchases

A 3 30 3 0 1 1 4 001 3000061 3375 1 )OMPUTER IBM PC350#123W/MON/KB 03 5 2,221.4 E0001101

Transfer-out
X 3 30 3 0 1 001 3000030 3110 1 ‘EHICLEOLDS 1G3AJ85M9R6398329TD04-1 94 2 13,833.0( SH6927

— — — — —
— Disposal — - — —

3 30 3 0 1 001 3000040 323 1 OOKCASE BEIGE 2ADJ SHELVES DA12343 85 1 1,252.7( E0000850

— — — —
— Thange Item Class, Description, & Value Increase

C 3 30 3 0 1 001 3000090 3205 1 OPY MACHINE XEROX M08 W/SORTER 00 5,550.50 E0001000

— — — - — — —
— reate Group Item & Prop Code Change — —

D 3 30 3 0 1 001 3000100 3317 1 ELEVISIONSONY24INSN 1342 96 4 450.5( E0001002

D 3 30 3 0 1 001 3000110 3317 1 ELEVISIONSONY24INSN 1343 97 4 450.5( E0000970

A 3 30 3 0 1 001 3000121 3317 2 ELEVISIONSONY24INSN1342I1343 97 901.0

Quarterly Inventory Update Process Part 2 Completed AGS 17A



MDB Report 012, Inventory Transaction Register
Instructions

This printout results from the submission of the AGS Form 17A.

1. It list all transactions submitted on the AGS Form 17-A;

2. Rejected transactions will appear with an Error Code in the last column;

3. It serves as the formal transaction register for audit purposes.

Special Instructions:

Upon receipt the inventory person are to do the following:

1. Identify posting errors and computer rejected transactions by comparing
the transactions submitted on the AGS Form 17A against those on this
printout;

2. Submit an AGS Form 17A with the transactions correcting the errors.

Quarterly Inventory Update Process Part 2 12

Error Codes and Descriptions — MDB Report 012
Rejected transaction will appear with an error code in the last column, this indicate

that it was not processed. Resubmit the corrected transaction.

Error Codes and Description

DBOO1 Add transaction (A) with duplicated maintenance control number.

DBOO3 Change transaction (C) with no matching record. Wrong record,
organization, property or location code or maint. control no.

DBOO4 Removal transaction (X) with no matching record. Similar to DBOO3.

DBOO5 Delete transaction (D) with no matching record. Similar to DBOO3.

DBOO6 Invalid or blank property code.

DBOO7 Invalid or blank operation code.

DBOO8 Invalid or blank record code or duplication of maint. control no.

DBOO9 Blank maintenance control number.

DBO1O Invalid header transaction (record code 1) with info in wrong fields.

DBO16 Missing quantity, fiscal year or carrying value.

DBO17 Removal transaction (X) with invalid disposal code or value removed.

Quarterly Inventory Update Process Part 2 13



2 2 2 2 2 .ISIR 1L_ 09 a ‘

Transfer -out IResubmit the Transaction

X 3 3 3 0 1 1 3 001 300003 3110 1 VEHICLEOLDSIGA3AJ8RM9R6398329TDO4-01 94 2 13,833.00 SH6927
Correct Cost

1st Qtr_Deleted_in_Error

A 3 3 3 0 1 1 4 001 3000051 3239 1 BOOKCASE BEIGE 6 ADS SH 36X17X78 98 6 1,050.28 E0000921

INewMCN

— QCD 6 - Accounting AdJ

1st Qtr Prop Code Chg — Error — Not Deleted Lsubij1 !he Transaction

D 3 3’ 3 0 1 1 4 001 300011’ 3223 1 TELEVISIONSONY24INSN1342 96 4 450.50 E0000970

jCOueCtMCN -

MOB :REpoRr:012 :

HAWAII SlATE PU8LI UBRAR’Y SYSTEM

Transfer-out
ERROR
DBO17
Wrong

COST

ORDDS FP MAINT
E E I I S N S t,OC CONTROL ITEM OTY os Sc RI PT ION
C P V 0 1- D 0 NO.::::.CLASS:: :. .

STATE OF HAWAII RUN DATE 010/21)03 PAGE 1
INVENTCRY TRANSACTION5:

AS OF 1STQUARTER,...:,:’:::. ::- :

Columns are similar to your AGS Form 17A1 IExcePtfcrthe Acquired Code yCoeti DispoSal Code Error

ACQUIRED D ERROR

Fy.c
4• 4•:•••3••

C, 0, ax Transactions arep 8dWIththinaster inventory INPUT TRANSACTION 13.83338
DIFFERENCE 13833.38

record that the transaction is Changing D&etIflOr Removing

3 30 3 0 1 I 4 001 3005040 3239’ I BOOKCASE BEIGE2ADJ SN 36Xl7X36 85 128270 E0000B5O
X 3 30 3 5 1 1 4 001 3000040 3230’ 1 BOOKCASE BEIGE 2 ADJ SH DA12340 85 1,25270 1 E0000850

MDB Report 012 — AGS 17A - Submittal Results

...

X 3 30 3 0 1 1 4 001 3000930 3110 $ VEHICLE OLDS IG3AJORMORG3S8S2S.TOD4-1 4 2 SH0827 DBOI7

4.,OffOCtI..0SI

13,833.00

_______

Resubmit

Disposal

Purchase

Change-Item

Class,
Description

& Value
increase.

MCN Wrong
Item deleted

Resubmit
Adding

Bookcase &
Deleting TV

Create
Group Item
& Property

Code
Change

A •3 35 5 . 1 1 4 001 . :3000061 : I COMPUTER IBM PG350 4123W/MODEM

30 3 0 1 1 4 001 3000090 3300 I COPY MACI-lINE XEROX M08
C 3 30 3 0 1 1 4 001 3000090 3205 1 COPY MACHINE XEROX MO8 WISORTER

3 30 3 5 1 1 4 001 3000050 3239 1 BOOKCASE BEIGE 6ADJ SH 36X17X78

3 30 3 0 1 1 4 001 3000050 3223 1 TEI.,EVISION SONY 241N SN 1342

3 30 3 0 1 1 4 001 3000110 3223 1 TELEVISION SONY lAIN SN1343
0 3 30 3 0 1 1 4 001 3000110 3223 1 TELEVISION SONY 241N SN 1343

01 5 2.22t44

00 S 5,050.50
0 0 5,550,50

E0001i01

00081000
EÔOOI000

98 5 1050.20 E0000921
96 455 SO 4 E0000970

S 459.55 E0001002
97 450.50 4 00001002

A 3 30 3 0 1 1 5 001 3000131 3223 2 TELEVISION SONY 24IN SN 134211343

CONTROL TOTAL .00
JNPIJTTRANSACT1ON — 902554

CONTROL.10L1:.: ,:.:

INPUT TNSACTION

__________

DIFFERENcE::::::

97 * 4 901.00

Quarterly Inventory Update Process Part 2 14

AGS Form 17A to Correct Errors

r

IVJB?Cnjr9_oC

HAWAII STATE PUBLIC
LIBRARY SYSTEM
Admin Office - Oahu

Equipment
CIoosIIt,,O,n *9 Propeoy

Transactions to correct first quarter error code and posting errors.

_____________

STATE OF HAWAII
DEPT. OF ACCOUNTING & GENERAL SERVICES

DETAIL INVENTORY OF PROPERTY
AGS FORM 17A (REV 099) E00A97

Bob Smith
Supervisor

Jane Doe

December 31,2003
00900, Ended

Dole P,*peod October 28, 2003

586-8356
If required by your

-

organization

PAGE 1 or 1

DESCRIPTION OF PROPERT’(
STOAT wrro A NOUN INCLUDE F APPLICABLE

NAKEIMODELISERIAL NUMBER)

Lrn,ited To 30 CharacterS IECIAdng Blank Spaces

Font 01*011 on 12

‘tfl,Ad.Aae,

e,**o4 00*
O*e0.Ug,,

DECAL

NUMBER

0209

0.1. clog. be..

—09——
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Summary
Submit your AGS Form 17-A anytime during the quarter.

> Add transactions require assignment of maint. control no.

Delete, Removal & Change transactions require the used of
the maint. control no. that identifies the line item.

> Maint. control no. changes every fiscal year.

Delete transaction is followed by an Add transaction, except
deleting of Headers.

> Removal transactions require justification in the description
column, e.g.: Disposal Application No., Transfer Document
No.(attach copy), & duplicated item Maint. Control No.

Error Codes on the MDB Report 012, Transaction Register
means the computer rejected the transaction. Resubmit the
original transaction.

Quarterly Inventory Update Process Part 2 16

Where to Get More Information

> Inventory System User Manual

> Call your department inventory person

> Inventory Management Office

Phone (808) 586-0574

e-mail: ron.omura@ hawaii.gov

http :/Ihawaii.gov/spo

Quarterly Inventory Update Process Part 2 17


